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1. HACHIOPT ®OHJA OHEHOYHbBIX CPEIACTB

1.1. ObacTs NpuMeHeHUst

@®onn  onenounsix cpenacts (POC) — HeoThemsemas dYacTh pabodeit
OporpaMMbl  AUCHMILIMHBI  «JlOKyMEHTalmoHHOE oOOecreyeHne JAesITeIbHOCTU
nejarora» M npeaHazHayeH JJIsi KOHTPOJIS U OLEHKH 00pa30BaTENbHbBIX JOCTUKEHUN
CTYJIEHTOB, OCBOMBIIIHMX IPOrpaMMy JUCLUIIINHABIL.

1.2. Heau u 3aga4un (poH/1a OLIEHOYHBIX CPEACTB

[ens ®OC — ycTaHOBUTH COOTBETCTBHE YPOBHS MOJTOTOBKH 00yYaroImierocs
tpeboBanusim  DOI'OC BO  OGakanaBpuaT 1O  HaAMpaBiICHUIO  MOATOTOBKHU
44.03.04 IIpodeccronanbHOe 00ydeHHE (IO OTPACisIM), YTBEP)KJICHHBIM MPUKA30M
MunucrepctBa oOpa3zoBanus U Hayku Poccuiickoit ®enepanuu «O0 yTBepKIeHUU
deneparTbHOTO  TOCYJIapCTBEHHOTO  00pa3oBaTENBbHOTO  CTaHAApPTa  BBICIIETO
oOpa3oBaHUs — OakanaBpuaT o HaIlPaBJICHUIO MOATOTOBKHU
44.03.04 IIpodeccuonanbHoe obyueHue (mo otpaciasiMm)» ot 22.02.2018 Ne 124
(C UIBMEHEHUSIMU U JOTIOJIHCHUSIMH ).

1.3. Ilepeyenb koMmneTeHuuil, ¢GopMuUpyeMbIX B Ipolecce OCBOEHMS
OCHOBHOI1 00pa30BaTe/IbHOI MPOrPaMMBbI

[Tpoiecc ocBOEHMSI JUCHMILIMHBI HampaBieH Ha (OPMUPOBAHUE CIIETYIOIIUX
KOMIIETCHIIMH U NHAMKATOPOB MX JOCTHKEHUS:

Koa no ®I'OC BO ‘ NHaukaTop 10CTHKEHUA

YHuBepcaabHbIE

YK-4 YK-4.1

Crniocoben OCYILECTBIIATh nenoByto | OcyliecTBIsieT  JeNOBYI0  KOMMYHHKAIIHIO

KOMMYHHKAI[MI0O B YCTHOH U THCHMEHHOW | BYCTHOM ¥  NUChMEHHOM  ¢dopmax Ha

dopMax  Ha  TOCYJAapCTBEHHOM  SI3BIKE | TOCYAapCTBEHHOM SI3BIKE Poccuiickoit

Poccuiickoit @eaepanuu U uHOCTpaHHOM(bIX) | Denepanun

s3bIKe(ax)

1.4. Dranbl popMuUpoOBaHUA KOMIIETEHIUI U CPEeACTBA OLlCHUBAHUS
YPOBHS uX c()OPMHPOBAHHOCTH

N KoHTpo1bHO-011eHOYHbIE

Jdranbl popMmupoBaHus komnereHuuii | Komnerenuuu

cpeacTBa / cnocod oleHHBaAHUS
Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTynnenne Ha MpakTUYECKUX
HOpMAaTUBHBIE OCHOBBI 3aHATHUSX, YCTHBIN OMPOC
JOKYMEHTAIlMOHHOT O obecrieueHus
yIpaBlIeHUs
Tema 2. Crangaptu3anus mporecca | YK-4 BricTymiienne Ha NpaKTHYECKUX
JOKYMEHTUPOBaHUS 3aHATHUAX, YCTHBIN OMPOC
Tema 3. Cucrema opranuzanuonto- | YK-4 BricTynneHne Ha MPakTHYECKHX
pacnopsANTEIbHON JOKYMEHTAINH 3aHATHUAX, YCTHBIN OMpPOC
Tewma 4. [lenoBoe mucbMo kKak ocHOBHOHW | YK-4 BricTymiienne Ha NpakTHYECKUX
BU/JI TIEPEMTUCKU 3aHATHUAX, YCTHBIN OMPOC
Tema 5. Opranmsanus | YK-4 BricTymieHre Ha MpaKTUYECKUX
JIOKyMEHTOO0OpOTa  00pa30BaTENbHOM 3aHATHUAX, YCTHBIN OMPOC
OpraHu3aluu




Tekymas arrecranus YK-4 KonTtponbhas pabota

IIpomexyTouHas aTrecTanus YK-4 3auer

1.5. Onucanue nokasareJieii pOpMHPOBaHUSI KOMIIETEHIHUH

Koa komnerennuu Pe3yabTaThl c()OPMHPOBAHHOCTH

VK-4 3HaeT: TEOPETUYECKHE OCHOBBI JOKYMEHTAIMOHHOTO OOCCIICUCHHS
yOpaBlIeHUs, €ro TEPMHUHOJIOTHIO W 3aJa4d; CBOWCTBA, (DYHKUUU U
NPU3HAKK JIOKYMEHTA, CIIOCOOBI W CpPEACTBA JIOKYMEHTHPOBAHUS,
KJIacCU(UKALUIO BHJOB JIOKYMEHTOB; CTPYKTYypy JOKyMEHTOB U
HOPMAaTHBHBIC TPEOOBAHUS K UX COCTABIICHUIO U O(DOPMIICHHIO.

YMeeT: cocTaBisATh U O(QOPMIISATH JOKYMEHTHI, HCIOIb3yeMbIe B
npoeCCHOHAIBHON ~ ACATEIIPHOCTA TeJjarora B COOTBETCTBHHM C
YCTAaHOBJICHHBIMH  TPEOOBaHUSMH, B TOM  YHCIE  HCIOJB3YS
UH()OPMAITMOHHBIE TEXHOJIOTHH.

Brnageer HaBBIKaMu: COCTaBIICHUS W OQOPMIICHHUS Pa3IMYHBIX BUJIOB
JIOKyMEHTOB TPAIUIIMOHHBIM CIIOCOOOM M B JJICKTPOHHOM BHJIE,
HaBBIKAMH JIJIOBBIX KOMMYHHUKAIMHA B YCTHOH M MMCbMEHHOH (opme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepum ouneHMBaHUSI KOMIIETEHIMI HA Pa3HbIX IJTamax Hx
(popMupoBanusn

KoimuecTBo
Buna yueoHoii padoThl 0aJJ10B
(01010 300

BrinonHenue 1 3amuTa npakTU4eckux padot 40 45
KonrpomnsHas pabora 15 15
KoHnTponb camocTosTenbHOM paboTh 20 20
VYcTHbIl 3aueT 25 20
Bcero 100

HaxkonurteabHas cucrema oneHuBanus no 100-6aaanHoM mikaJie

YeroipexOa/LibHAA Cucrema
100-6anapHas | BykBeHHas mikana, coorBercTByromas 100-
cHCTEeMa OlleHUBAHUS N OLICHMBAHUSA
Kaua 0aJJIbLHOI mKane
IK3aMeHa 3ayera
OTnryHO 90-100 A — OTJIUYHO — TEOPETUUECKOE COJIEPIKAHIE

Kypca OCBOCHO IMOJIHOCTBIO, Oe3 po0eIioB;
HEOOXOMMbIE MPAKTHYECKHE HABBIKK PAOOTHI
C OCBOCHHBIM MaTEPHAIOM CPOPMUPOBAHEL;
BCE MPEAYCMOTPEHHBIE MPOrPaMMOi
00y4eHUs YUeOHBIC 3a/JaHHS BHITTOJHCHEI,
KA4yeCTBO UX BBIITOJIHCHUS OLIEHECHO YHCIIOM
0aJuIoB, OJHM3KIM K MAKCUMAITLHOMY

Xoporo 83-89 B — oueHb X0po1I0 — TEOPETUUECKOE 3auTeHo
coJiep)kaHKe Kypca OCBOCHO MOJHOCTBIO, 0e3
po0eIIoB; HeOOXOANMBIE MTPAKTHYECKHE
HaBBIKK pabOThI C OCBOCHHBIM MaTepHaJOM B
OCHOBHOM C(OPMHPOBAHEIL; BCE
[PeyCMOTPEHHBIE IPOrPaMMOi 00yUeHUS
yueOHbIe 3aJaHNs BBITOJHEHb], Ka4eCTBO
BBINIOJIHEHUS OOJIBIIMHCTBA U3 HUX OLIEHEHO
YHCIIOM 0aJUIOB, OJIN3KMM K MaKCHUMAJIEHOMY




Xopouio

75-82

C — XOpOLII0 — TEOPETUIECKOE COJIePIKAHIE
Kypca OCBOCHO HOJIHOCThIO; HEKOTOPhIE
MPAKTHYCCKIE HABBIKU PA0OTHI C OCBOCHHBIM
MaTepruaioM C(hOPMHUPOBAHBI HEOCTATOYHO;
BCE MPEAYCMOTPEHHBIE MPOrPaMMOi
00y4eHUs yIeOHbIC 3a/JTaHHS BBITOJHEHHI,
Ka4yeCTBO BBLIMTOJIHEHHS HU OJHOIO U3 HUX HE
OIIEHEHO MUHUMAJILHBIM YHCJIOM 0ajioB,
HEKOTOPbIE BUJIbI 33/IaHHI BBITIOIHEHBI C
omnOKaMu

yI[OBJ'IeTBOpI/ITCJ'IBHO

63-74

D — ynoBneTBOpUTEIHHO — TEOPETHUECKOE
cofiepaKaHKe Kypca OCBOEHO YaCTUYHO, HO
IpoOeITBI He HOCSIT CYIIECTBEHHOTO
XapakTepa; He0OXOJMBbIE TIPAKTHIECKHE
HaBBIKH PabOTHI C OCBOSHHBIM MaTEpHAIOM B
OCHOBHOM C(pOPMHUPOBAHBI; OONBITHHCTBO
IIPEAYCMOTPEHHBIX IPOrpaMMOii 00yUeHHUS
y'—Ie6HI)IX Sa}:[aHI/Iﬁ BBITIOJTHEHO, HCKOTOPLIC U3
BBITIOJTHCHHBIX Sa}IaHI/Iﬁ COoACpKaAT OIINOKHU

yI[OBJ'IeTBOpI/ITCJ'IBHO

50-62

E — mocpeicTBEHHO — TEOpeTHYECKOE
CoJiepIKaHKe Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIC IPAKTHUECKUE HABBIKKA PAOOTHI HE
c(hopMHUPOBAHBI, MHOTHE TIPEAYCMOTPEHHBIE
y4eOHOil porpaMMoii 00ydeHus yueOHbIe
3aJlaHus HE BBITIOJTHEHBI JINOO KaYeCTBO
BBITIOJTHCHHBIX HEKOTOPBIX M3 HUX OIICHCHO
YHUCIIOM 0aJTOB, OJIM3KMM K MUHUMAIEHOMY

HeynosnerBopurenbHo

21-49

FX — Hey10BIeTBOPUTENEHO — TEOPETHUECKOE
coJiep)kaHKe Kypca OCBOCHO YaCTHYHO;
HEOOXOMMBIE MPAKTHYECKHE HABBIKK PAOOTHI
C OCBOCHHBIM MaTepuajioM He
c(hopMUpPOBaHEI; OOJBIIHHCTBO
MIPEAYCMOTPEHHBIX y4eOHOI IporpaMMoi
00ydeHMs yIeOHBIX 3aaHNH HE BHIITOTHEHO
700 Ka4eCTBO MX BBIMOJHEHHS OLEHEHO
YHCIIOM 0aJIOB, OTM3KUM K MHHAMAIIEHOMY
IIPY JIOTIOJTHUTEIBHO CAMOCTOSATELHOM
paboTe Ha/i MaTepuanoM Kypca BO3MOXKHO
TIOBBIIIICHUE Ka4eCTBA BBITIOJIHEHUST Y4EOHBIX
3aaHuH

HeynosneTBopurensHo

0-20

F — Hey 10BN TBOPHUTEIIFHO — TEOPETHIECKOE
coepKaHKue Kypca He OCBOCHO;
HEOOXOMMbIE MPAKTHYECKHE HABBIKK PAOOTHI
HEe CPOPMUPOBAHBI; BCEC BBITIOTHCHHBIC
yueOHbIe 3a1aHHs CO/IepKaT rpyOble OUTHOKHY;
JOTIOJTHUTENNbHAs CaMOCTOsATENbHas paboTa
HaJl MaTeprajoM Kypca He MPUBEAET K
KaKOMY-JTH00 3HAYMMOMY HOBBIIICHHIO
Ka4yecTBa BBINOJIHEHNS YUCOHBIX 3a/laHUI

He 3auteno




2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OueHOYHBIE CPECTBA TEKYIIEr0 KOHTPOJIS (TUIIOBbIE)

Bomnpocs! 1UIs1 yCTHOTO O1Ipoca:

1. [laiiTe ompenesieHue MOHITUSA «TOKYMEHTY.

2. Packpoiite nousatue «10OVY». HazoBure npodeccuoHaabHble TEPMHUHBI U
olnpeeNneHus B 00JacTu 1eI0NPOU3BOICTBA.

3. HazoBure u packpoiTe pyHKIUU JOKYMEHTOB.

4. Kakue OCHOBHBIEC 3aKOHBI B O0JIACTH OpraHM3alMH JEJIONPOU3BOJICTBA BbI
3Haete? HazoBuTe cojepkaHue TmakeTa OOSM3aTENbHBIX 3aKOHOAATEIBHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOVY.

5. HasoBure mnpaBwiia  yTBEpPKAECHHS  JOKYMEHTOB. TpeOoBaHHs U
oopMIICHHE.

6. Kakue pekBH3UTBHI SIBISIIOTCS «HOPUAUMYECKH 3HaUYMMbIMW»? IIpaBuna umx
oopmieHus. YTo BKIIOYAET B ceOsl MOHATHE «IIPABOBAsi OXpaHa JIOKYMEHTOBY?

7. IlpuBeguTe npuMepbl JOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS neuyath. Kak opopmiisitores nepeyHu Takux JOKyMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBHH C KOTOPBIM O(OPMISIOT PEKBU3UTHI
nokyMeHtoB cuctembl OPJI. JlaTa BBeeHHe U 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBute pekBu3uThl 00miero Onmanka W Omanka mis muckMa. [lpaBuia
opopmiteans. Kakume Buabl OnaHkoB Bhl 3HaeTre? B dyeM ocoOeHHOCTH OjaHKa
JIOJKHOCTHOTO JIALA?

10. CornacoBanue u BusupoBaHue. HazoBuTe BUABI U CPOKM COTJIACOBAHUS, U
BU3UPOBAHHE IOKYMEHTOB.

11. Pacckaxkute 0 mewaTsAx M IUTaMIax NPEeanpusATHd W opranu3aumii. Ha
KaKuX JOKyMeHTax crTaBsTcs mnedarb? Kakue TpeOoBaHUsS MNPEeAbSBISIOT K
UCIIOJIb30BaHUIO repOoBO nevatu?

12. PackpoiiTe coaep:kaHHe TOHATUS «ylpaBieHue». Ha3zoBuTe cHCTEMBI
JTOKYMEHTOB yrpaBiieHusi. Packpoiite nonstue «OP/l». Kakue rpynmbl U BHIIBI
JIOKYMEHTOB BXxoasT B OP/[?

13. Pacckaxkute 00 OCOOECHHOCTSIX 3JIEKTPOHHOTO JOKYMEHTA, 3JIEKTPOHHOM
NEPENUCKU U TPeOOBAHUAX, IPEIBIBIIEMbIX K HEH.

14. B uem ocobGeHHocTH Onanka s nuchMa? HazoBuTe peKBH3UTHI OJlaHKa
JUISl TUCbMA U PEKBU3UTHI CITYKEOHOr0 MUChMa.

15. Yto pernaMeHTUpYET TUIIOBAass MHCTPYKLHUS 1O Aesonpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPraHU3allMOHHBIM JOKYMEHTaM U HA30BUTE UX BU/IbI.

16. HazoButre Buabl UH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JaiTe
XapaKTEpUCTUKY Kaxaomy Buay. [IpuBeauTe n3BECTHBIE BaM BUbI PETUCTPALIUU.

17. JaliTe  XapakTepUCTHKY YYPEAUTEIbHBIM JOKYMEHTaM U  YCTaBy
npeanpusaTusa. Kakue Busibl ycTaBoOB Bbl 3HaeTe?

18. Jaiite  xapakTtepucTuky JOokyMeHTy «llomoxxenue» ©  Ha30BUTE
CTPYKTYPHBIE YAaCTH TEKCTa JOKYMEHTA U €0 COAECPIKAHHUS.



19. [aiite xapakTepucTuky nokyMeHty «MHcTpykuus». [IpuBenure npumepsl.
JlomxHOCTHAsI HHCTPYKIIUS, CTPYKTypa Tekcta. Odopmienne. O3HaKOMIICHUE.

20. ldratnoe pacnucanue OcCOOEHHOCTH  COCTaBJEHUS, O(OPMIICHHUS.
TpebGoBanue K UCMOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IIpaBuna BHyTpEHHETO TPYAOBOro pacnopsaka u [lomoxenue o nepcoHare.

22. JlaiiTe XapaKTEPUCTUKY PACIOPSIAUTENBHBIM TOKYMEHTAM.

23. HazoBute BUbI pacTiopsIUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKI0TO.
Ha3zoBuTe CTpyKTypHbIE YacTH TEKCTa  PaCIOPSIUTEIbHBIX  JIOKYMEHTOB,
odopmiieHHE TTpeaMOyJIbl U PaCIOPSIAUTEIHLHON YacTH.

24. B yem ocoOeHHOCTH ciykeOHbIXx muceM? HazoBute BUIBI CITyXKEOHBIX
nuceM. Kakue TpeGoBaHus MPEABSIBISIIOTCS K TEKCTY CITY>KEOHBIX MUceM?

25. HazoButre mpaBwia odoOpMIICHHS  pPEKBU3UTAa  «aapecar». Bumusl
aZpecoBaHUSI.

26. UTO BXOAUT B MOHSITHUE IIPOBEJICHUE SKCIIEPTU3BI IEHHOCTH JOKYMEHTa»?

27. PackpoiiTe TOHATHS «IOKYMEHTOOOOPOT», «IOKYMEHTOIOTOKM». JlaiiTe
XapaKTePUCTUKY KaXKJIOMY BHUIY JOKYMEHTONOTOKA, YKaXUTE€ HUX OCOOEHHOCTH.
Kakum oOpazom omnpeaensieTcs TOKyMEHTOO00pOT MPEapUsTUS?

28. Homenknarypa aen. 3uauenne. CoctaBieHue. Buabsl HOMEHKIATypHI.

29. lloarotoBka AOKYMEHTOB K cJade B BEAOMCTBEHHbIM apxuB. (Craya
JOKYMEHTOB B apxXuB opraHuzanuud. Onuch JOKYMEHTOB, HaXOASUIUXCS B JIEJIE.
dopma u cosiepkaHne akTa 00 YHUUTOKEHUHU TOKYMEHTOB U JICII.

30. Kakne noxkymeHTHI He oaiiexkar perucrpaunu? Kak u 3auem Benercs y4yer
TaKuX MOCTYIUICHHI?

31. Pacckaxkutre 0 BUJAX BXOJSIIMX, UCXOASAIIUX BHYTPEHHUX JIOKYMEHTaX.
HoxymentoB. IlpuBenutre Gopmbl >KypHaTbHOM peructpaiuu. Pacckaxure o
peructpanuu ¢ noMmombo PKK 1 aBTomatuznpoBaHHOM.

32. Uto BKIIOYAET B ce0s1 MOHATHE «(POPMUPOBAHUS» U «OPOPMIICHUS» JEi?
HazoBute npusaaku opopMieHus: 00JI0KKA .

33. Cpoku XpaHEHUSI JOKYMEHTOB B 3aBUCHUMOCTH MX 3HaumMmocTtu. HazoBute
HOPMAaTUBHBIA IOKYMEHT, 110 KOTOPOMY OTIPEICIISIOT CPOKU XPAHEHUSI.

34. Yro BKIIOYAET B ce0s MOHAITHE «IMOATOTOBKA JOKYMEHTOB K apXWBHOMY
xpaHeHuto»? OyHKIMY, 3aa41 U OTBETCTBEHHOCTh DK.

TecTsl AJ151 NPpOBEACHUSI KOHTPOJIBHON Pa0dOThI:

1. IIpaBWwiIbHasA NOCAEA0BATEIBLHOCTh HANIMCAHUSA 3JIEMEHTOB MOYTOBOI0
ajpeca HAa MOYTOBBIX OTIIPABJICHUSX:

a) TOYTOBBIN UHJICKC;

0) HaMMEHOBaHKE a/IpecaTa;

B) HOMEp KBAPTUPBHIL;

I') Ha3BaHUE HACEJICHHOIO ITyHKTA;

1) Ha3BaHUE 00J1aCTH, Kpasi, pecryOInKy;

€) CTpaHa;



’K) HOMEp JI0Ma;

3) Ha3BaHUE YJIMIBI.

2. YHupuuupoBaHHasi CHCTeMa IOKYMEHTAIMHU — 3TO:

a) cucTeMa JOKYMCHTAIMH, CO3JaHHas M0 SAWHBIM MPaBHJIaM B TPEOOBAHUSM,
cozieprkaras nHGOPMAIINO, HEOOXOUMYIO JIJIsl YIIpaBJICHUS B ONpeieTIeHHOM chepe
e TeNHHOCTH;

0) yHuduuupoBaHHble (GOPMBI  JTOKYMEHTOB, CHCTEMAaTH3MPOBAaHHBIE IO
GYHKIHASIM YIIPaBICHUS;

B) COBOKYMHOCTH JOKYMEHTOB, YCTAaHOBJICHHBIX B COOTBETCTBHH C PEIIACMBIMH

JIOKYMEHTAMU;
I') COBOKYIHOCTH JOKYMEHTOB, CBSI3aHHAas €IUHOOOPA3HBIMU IIpaBUJIAMHU
o opMIICHHUS.
3. Bo3MoO:XHOCTh HMCIHOJIb30BAHUSI (PAKCHMMJIE KAK COOCTBEHHOU MOANMUCH
perJiaMeHTHPYeTCH:

a) TpaXKJIaHCKUM KoJiekcoM PD;

0) nmpaBuIaMu AEIONPOU3BOJCTBA B (DeA€paTbHBIX OPraHax UCIOJHUTEIbHON
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Bu1y 0JIaHKOB COOTBETCTBYeT JAHHbIN HA00P PEKBU3UTOB?

a) TocymapctBennbiii repd Poccuiickoit @enepanuu, repd cyObekTa
Poccuiickoit ~ ®epeparuu, 5MmOiieMa OpraHW3alvd, TOBApHBIA 3HAK  (3HAK
00cCITyKUBaHUs), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3/IaHMUS;

0) OJaHK MUCHMA;

B) 0OMmIMii OJIaHK;

r) OJIaHK KOHKPETHOTO BU/Ia IOKYMEHTA.

S. IlopsiA0K HANMMCAHUS TIOYTOBOI0 a/Ipeca YCTAHOBJICH:

a) B [IpaBunax nenompousBoJicTBa B (penepaibHBIX OpraHax HCIOJTHHUTEIbHON
BJIACTH;

0) B 'OCT P 7.0.97-2016;

B) B [IpaBunax oka3aHus yciyT OYTOBOM CBSI3H.

6. PexkBM3UT «BH32» MOKET BKJIOYATh:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro TMOJNUCh, pacMPpOBKY (MHULUATIBI U
dbamuns) u 1arty;

0) moxnucsk, pacumdposky (@. . O.), naty;

B) JIOJDKHOCTB, IIOJIIIKACH JaTy;

T') JOJDKHOCTb, MOANUCH, pacuupoBky nognucu (. 1. O.).

7. I'epOoBasi ne4yaThb NPOCTABJIACTCH HA MUCbMAaX:

a) peKJIaMHBIX;

0) HaAMOMUHAHUSX;

B) IpPUITIALICHUSAX;

I') FTapaHTHIHBIX;

1) UH(QOPMAITHOHHBIX.

8. Tekcr [OKYMEHTOB COCTABJISIOT HA TIOCYAapCTBEHHOM  fI3bIKe
Poccmiickoii ®enepanyu HWJIM Ha TOCYJIapPCTBEHHBIX $3BIKAX CY0OBEKTOB
Poccuiickoit ®egepaunu B COOTBETCTBUM C:



a) TpaBuia JIEJONMPOU3BOJCTBA B (eepalibHbIX OpraHax HCIOJHUTEIbHON
BJIACTH;

0) 3akoHomarenbcTBOM Poccuiickoit ®enmepanun u  cyObekToB Poccuiickoii
denepauny;

B) 'COY;

T') TUTIOBOM MHCTPYKIUEH 1O JAETIONPOU3BOJICTBY.

9. Ilesib10 CTAHAAPTU3ALUH JOKYMEHTOB SIBJISIETCSH:

a) IOPUINYECKOE 3aKpEIUICHUE Pe3yIbTaTOB YHU(PHUKAIIUN JOKYMEHTOB;

0) pa3paboTKa HOMEHKJIATYpY Jed;

B) CICTEMAaTH3alMs JOKYMEHTOB B OpraHU3ALINY;

) o0ecneyeHre COXPaHHOCTU JOKYMEHTOB;

1) 3alMTa KOHQUICHINAIBbHOCTH WH(POPMAIHU.

10. VYkaxkute BapHaHT OTBETOB, B KOTOPOM IMPAaBWJIbHO HA3BAHbI
PEKBHU3MTHI OJIAaHKA MUCHbMA:

a) (repb6, »mMmOnema), KOJI OpraHu3alld, HAUMEHOBAHUS OpraHU3alINH,
CIpaBOYHBIE JaHHbIE OO0 oOpraHu3anuv, KoA (GOpMbl JOKYMEHTa, MECTO A
IPOCTABJICHUS JaThl JOKYMEHTa, MECTO [UJIsi MPOCTaBIICHUSI PETUCTPALMOHHOIO
HOMEpa JOKyMEHTA, CChIJIKa HA HOMEP U AaTy BXOJSILEro TOKYMEHTa;

0) (rep0, smOnema), HAaMMEHOBAHWS OpraHW3allMd, KOJ OpraHu3alMu, [gaTa
JIOKYMEHTA, MECTO JIJISl IPOCTABIICHUSI PETUCTPAIMOHHOTO HOMEpa JOKYMEHTa, MECTO
W3/IaHUS JOKYMEHTA, CChUIKA HA HOMEP U JIaTy BXOJAIIETO JOKYMEHTA;

B) (rep0, »MOiema), HaMMEHOBAHHS OpraHU3allud, HAWUMEHOBAaHMS BUIA
JIOKyMEHTa, JaTa JIOKYMEHTOB, KOJ (DOpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBICHUS
pPETrUCTPAallMOHHOTO HOMEpa JTOKYMEHTa, CIpaBOYHbIE IaHHbIE 00 OpraHU3aIuH,
CCBhUIKA Ha HOMEp U JaTy BXOJAIIETO JOKYMEHTA;

r) (repd, smOnemMa), HaMMEHOBAHUSI OpraHU3allMU, CIPABOYHBIE JaHHBIE OO0
opranuszanuy, kox oprannsaunu OI'PH, mecTo mis mpoctaBieHus 1aTbl JOKYMEHTA,
MECTO ISl MPOCTABJIEHUS! PETUCTPALIMOHHOIO HOMEpPA JOKYMEHTA, CChUIKA Ha HOMEP
U ATy BXOJAILIEro JOKyMEHTa, MECTO JUIsl 3ar0JIOBKA K TEKCTY.

11. K oprannzaifMOHHBIM JOKYMEHTAM OTHOCATCSH:
a) MPOTOKOI;
0) ycras;

B) HUHCTPYKIIUS;
I) T[OCTaHOBJICHUE;
1) TIOJIOKEHHUE.
12. K pekBH3MTaM NPUKA3a OTHOCATCS:
a) ajapecar;
0) HamMEHOBaHHWE OPTaHU3AINH;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEPKICHUS;
€) TMOJMUCH.
13. AkTBI co3aa10TCH:
a) KOJIJIETUAJIbHO; 0)
Ha OJTaHKax;



B) Ha COBCIIAHUU;
I)  BBILIECTOAIICH OpraHU3alUEeH.

14. HopmaTuBHBIH aKT, H31aBaeMblii JUPEKTOPOM 00Opa3oBaTelbHOI
OPraHM3alui UM YYPe:KIeHHs, ITO:

a) TpUKa3;

0) TOJIOXKEHHUE;

B) PpacCHOpPSHKEHUE;
I) pelIeHue.

15. Bo BpeMsi NMpoOU3BOJACTBEHHOI0 COBENIAHMS Yy JMPEKTOPA CeKpeTapb
3allUChIBAJI BBICTYIUIEHHSI U NpHUHATHe pemieHus. Kakoil noKkymeHT cjienyer
0(pOpMHUTH 110 UTOTAM 3aceaHus?

a) IIpotokoun;

0) pelieHue;

B) paclopsKEHUE;

I') IPOTOKOJI, PEIIEHUE U PACTIOPSKEHUE;

1) 10 YCMOTPEHUIO HayaJlbCTBA.

16. PekBu3uTamMu BHEIIHEH CIPABKH ABJISAETCS:

a) TIevaTh,

0) MOaINCH;

B) HAUMEHOBAHHE BUJA IOKYMEHTA;

I') ajpecar;

1) HAMMEHOBAaHNE OpraHHU3alluu;

€) CChUIKA Ha JaTy PErUCTPalMOHHBINA HOMED.

17. @akc oTim4yaercsi OT MUCHMA N0 0()OPMIIEHHUIO TEM, UTO:

a) ABJISIETCS HE MOJIMHHUKOM, a KOTHEN TOKYMEHTA;

0) COIEPKUT PSIIT TOTIOTHUTENLHBIX PEKBU3UTOB,;

B) IeyaTaeTcs Ha Tenedakce;

T') HE MOKET OBbITh 3aBEPEH MEYATHIO.

18. BoigeanTe U3 Kakux pa3aesioB COCTOMT TEKCT MPHKA3a MO0 OCHOBHOM
AeSITeJIbHOCTH:

a) KOHCTaTUPYIOIIUHN U pacOpsIUTEIbHbIN;

0) KOHCTAaTUPYIOIIUN U TOCTAHOBISIONIHIA;

B) KOHCTAaTUPYIOLIUNA U MpeJiararoniui;

I') OCHOBHOM M KOHCTaTUPYIOITUH.

19. Bbigeaure, B KAKOM U3 BHU/JI0B JOKYMEHTOB He NMPOCTABJISKOTCH
PEKBU3UT HAUMEHOBAHUS BHU/Ia JOKYMEHTA.

a) 3asBJICHUE;

0) ciyxe0HO€ THCHMO;

B) JIOKJIa/THAsI 3aITUCKa;

I') TOJDKHOCTHASI HHCTPYKIIUS.

20. Pacnpenenure YyKa3aHHble HHXKe [JOKYMEHTbI Ha 3 Trpynmbl:
a) OpraHM3alUoOHHbIE, 0) pacnopsiguTebHbIe, B) HH(POPMANMOHHO-CIIPABOYHbIE.

1. Pe3tome.

2. JIOJDKHOCTHASI UHCTPYKIIUSL.

3. PacniopsikeHue IUpeKTopa.



4. CBojKa.

5. IlocTaHoBJIEHUE KOJUJIETHH.

6. UHCTpyKIIUS TIO 1€TIONPOU3BOJICTBY.

7. CpaBka ¢ MecTa padoThl.

8. [Ipuka3 o nmpueme Ha padboTy.

9. lllTaTHOE pacnucaHue.

10. TpynoBoii 1orosop.

11. IIpurnamenue Ha BBICTABKY.

12. Pernamenr.

21. Kommucceuss mo pacciieOBAHMIO TMO0Kapa, MPOU30LIEAIIEro B
00pa3oBaTeJIbHOM YUPEKIEHNH, YCTAHOBWIN PAX (PAKTOB, KOTOPbIE MOCTYKUJIU
NpuYrHON moxapa. Kakoi 1OKyMeHT J0/I2KHA COCTABUTH KOMHUCCHS?

a) AKT;

0) cipaBky;

B) JIOKJIAJIHYIO 3aIIUCKY;

I') MHCTPYKITUIO O MPOTUBOTIOKAPHOU O€30MaCHOCTH.

22. JloKyMeHT, aipecOBAHHBIN PYKOBOJIUTEIO OpraHM3aluu,
cojepkamuii  00CTOSATEILCTBEHHOE M3JI0KEHHEe KAaKoro-jiudo Bompoca ¢
BbIBO/IAMH M MPEAJI0KEHUAMU COCTABJIEHUS, HA3bIBAETCS:

a) aKT;

0) npejacTaBiCHUE;

B) JIOKJIa{HAs 3aIUCKa;

T') IpeJIOKEHHUE.

23. laToii c1y:ke0HOTr0 MMCbMa SIBJISIETCS 1aTa:

a) COCTaBJICHUS,

0) oTnpaBiIcHuUS;

B) IOJIMMCAHUS;

I') MOJTY4YEHUSI.

24. Cnucok NMpHUCYTCTBYKOUIIUX HA 3aceJaHMU O0GOpPMIIAETCH OTHACJIbHO H
NpUJIaraercsi K NpoToKoJIy, eCJid TAKOBbIX:

a) 6onee 15;

0) 6omnee 10;

B) Oonee 25.

25. Odopmiaenue 00J0XKKM Jeja IS NOCHAEAYIONIEr0 XpaHeHusi
onpeeysieTcs:

a) CTaHJIapTOM;

0) MHCTPYKIUEH IO 1EIONPOU3BOJICTBY;

B) pacropsi>KEHHEM PYKOBOJIUTEIIS.

26. DxcnepTH3a HEeHHOCTH IOKYMEHTA POXOINT B Jramna:

a) YEeThIPE;

0) Tpu;

B) JIBA.

27. HomenkJiaTtypa aeJi (padounii 3K3eMILISIP) MOMENIAK0T Ha:

a) CTOJIe, IOJI CTEKJIOM;

0) nBepue mkada ¢ JOKyMEHTaMH;




B) BHYTpPEHHEH CTOPOHE ABEPIIbI MIKa(da ¢ JOKYMEHTAMH.

28. Bce JaucThl Aejia NPH MOATOTOBKE HX K IMepeaadye B apXuB
HYMEPYIOTCH:

a) YepHBIM rpadUTHBIM KapaH/IaIioMm;

0) YepHBIMH YEPHUIIAMHU;

B) KPACHBIM KapaH/aIioM.

29. Bxoasiimue J0KYMEHTbI perHCTPUPYIOTCS:

a) MocJie 0O3HAKOMJICHUSI C HUMU PYKOBOIHUTEIIS;

0) B mepBOii MOJOBUHE JHS TOIYUYECHUS;

B) 710 O3HAKOMJICHUSI C HUMHU PYKOBOJUTEJISL.

30. Kaxxknasi oOpa3oBaTesibHasi OpraHu3ainus 00si3aHa UMeTh:

a) CBOJIHYIO HOMEHKJIATypy;

0) MHIUBHIYaIbHYI0 HOMEHKIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a cko/JbKO qHel 10 UCTIOJHEHUs] TPOBOAST NpeAynpeauTe bHbI
KOHTPOJIb?

a) 1Ba;

0) oauH;

B) TpH.

32. PaznenuTesiiMU B CIPABOYHOI KaApTOTEKe CJIYKAT:

a) Ha3BaHMsI CTPYKTYPHBIX TOJpa3IeICHHUH;

0) HampaBJieHHs JACATEIFHOCTH TPEIIPHUITHUS;

B) JHU HEJICJIM, MECSIIA.

33. Ha ucxoasineM 10KyMeHTe PEKBU3UT «1aTa» CTABUTCH:

a) COCTaBUTEJIEM JJOKYMEHTA;

0) pu perucrpaiuu;

B) MIOCJIE TTOATMCAHUS PYKOBOJAUTEIICM.

34. Ecau B ese coaepkarcsi JOKYMEHTbI Pa3jiu4HOi LHEHHOCTH, TO CPOK
XpaHeHUsl YCTAHABJIUBAETCS:

a) OOJbIIHNIA;

0) MeHbIIUM;

B) CpEIHUM.

3agaHus 11 CAMOCTOAITEJIbHOM padoThI

3aganme 1. OpopMuTh BCE OTMETKH, KOTOPBIE CTaBAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxutre MeCTOPACHOIOKEHUA OTUX
PEKBU3UTOB Ha OaHke Gpopmara A4.

3aganme 2. 1300pa3ute cxemMaTH4eCcKu KiIacCU(UKAIUIO JOKYMEHTOB.

3aganme 3. Bpimmmure Ha snmct gopmara A4 Bce npaBuiia 0GOpMIICHHS
TEKCTa JOKYMEHTa: MHTepBaibl, WPUPTHI U T. 1. B coorBercTBuu ¢ 'OCT P 7.0.97-
2016.

3aganme 4. CoctaButh U O(GOPMUTH AOKIATHYIO 3alUCKy O HApPYIICHUH
TPYJIOBOM TMCUHUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U AJIEMEHTBI TEKCTa J00aBUTh
camocrosTenpHo. HamucaTh OOBSCHUTENBHYIO 3alMCKy OT HMEHM pabOTHHUKA,
HapyIIUTENS TPYAOBOM TUCHUIUINHBIL.



3aganue 5. Hancath 0TBETHOE MUCHMO-0J1ar0AapHOCT Ha MO3IpaBIICHHUE.
2.2. OneHOYHBIE CPeCTBA /ISl IPOMEKYTOYHOM aTTecTanum (3a4er)

Bomnpocs! A5 npoBeaeHNs 3a4eTa:

1. TToHATHE «AOKYMEHT» U €r0 (DYHKIIUH.

2. Knaccudukanuust JOKyMEHTOB.

3. CymHOCTh U OCHOBHO€ Ha3HAUYE€HHE JOKYMEHTAIIMOHHOTO 00eCreYeHUs
JEeSATENbHOCTH MEarora.

4. Cucrtembl JOKYMEHTALUH.

5. 3akoHoaTeNnbHas U HOPMAaTUBHO-METOAMYECKasd 0a3a JOKYMEHTAIMOHHOTO
oOecrieueHus1 yIpaBJICHHUS.

6. ®opMysip TOKyMEHTA.

7. CocTaB pEKBU3UTOB JOKYMEHTOB.

8. TpeboBaHus K 0POPMIIEHNIO PEKBU3UTOB IOKYMEHTOB.

9. TpeboBanus k OJaHKaM JOKYMEHTOB.

10. Cucrema JoOKyMEHTalMU B 00pa30BaTEIbHOM OpraHu3alim.

11. Opranuzanuonnsie AoKyMeHTbl cucteMbl OP/. OOmas xapakrepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsiautenbhble JOKyMeHTbI cucteMbl OPJI. OOmias xapakTepucTika u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmanmonHo-cripaBouHble  JOKyMeHThl cuctemMbl OPJl.  OOmas
XapaKTEpPUCTHKA U HA3HAYEHUE JTOKYMEHTOB.

14. JlesoBo€ MUCbMO KaKk OCHOBHOM BHUJ] TIEPETTUCKH.

15. bnanku qis nuceM. @opmyIisip AEI0BOr0 NUChMA.

16. OcobenHocTH 0(UITMATBLHO-/IEIOBOTO CTHIISI COCTABICHUS TEKCTa JEI0BOTO
NUChMa.

17. Bugel  cinykeOHBIX M1ceM, COCTAaBJIAIOIIHNE OCHOBY  JIEJIOBOM
KOPPECTIOHICHIU Y.

18. DnexTpoHHas nepenucka. IJIEKTPOHHBINA JOKYMEHT.

19. Opranuzanus 10KyMeHTo000poTa 00pa30BaTeIbHOM OpraHU3auy.

20. ®opMbl opraHuzalud pabOThl C JAOKYMEHTamH. JIOKYMEHTOOOOpOT.
JIOKyMEHTOMOTOKH.

21. Iopsinox 00pabOTKM BXOASIIMX IOKYMEHTOB. Perucrpanus J0KyMeHTOB.

22. Iopsinox 00pabOTKH UCXOASIINX TOKYMEHTOB.

23. Ilopsinok pabOThl ¢ BHYTPEHHUMH IOKYMEHTaMHU.

24. HomeHkmarypa aei.

25. ®opmupoBaHME, odopmIIeHHE, XPAaHEHUE Ji(Sh) B TEKYLLEM
JIEJIONPOU3BOICTBE.

26. Yauduxamus 10KyMEHTOB.

27. CtanpapTusanus J10KyMEHTOB.

28. Hymepanuuss MHOTOCTPaHWYHOI'O JOKYMEHTA.

29. pudtel, KErau U MoJsl, NpUMEHIeMble TPU 0(OPMIIEHUN JOKYMEHTOB.

30. Pe3tome, aBTOOMOTpadusi, XapaKTepUCTUKA: MTOHATHE, HA3HAUYCHHUE, COCTAB
PEKBU3UTOB.



31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

3asBiIeHHE: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

CnyxeOHas 3amucKa: MOHITHE, HA3HAYCHHE, COCTaB PEKBU3UTOB.
OOBsicHUTENIbHAS 3aMKMCKA: TIOHATHE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.
JloknaHas 3anucKa: MoHsITHE, HAa3HAUYCHHE, COCTaB PEKBU3UTOB.
Cnpagka: MoHATHE, HA3HAYCHHE, COCTaB PEKBU3UTOB.

AKT, IPOTOKOJI: IOHATHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.

[Ipukas, pacnopspkeHue: MOHATHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.
[Ipuka3 1o JMYHOMY COCTaBY: MOHATHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.
VYcraB, nonoxxeHue: NOHsATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.
JI0JDKHOCTHASI MHCTPYKIUSA: TIOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
NHCTpyKIMS 1O JEJIONPOU3BOJICTBY: IIOHATHE, HA3HAYCHHE, COCTaB

PEKBHU3UTOB.

42.
43.
44.
45.
46.

[IpaBuna: noHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

KonnekTuBHbIN 1OroBOp: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
Oco0eHHOCTH COCTaBIEHUS TEKCTA IPOTOKOIA.

Oco0eHHOCTH COCTaBJIEHHs TEKCTA PUKA3a.

PexBu3uThI rep0, am0O11eMa, TOBapHBINA 3HAK (3HaK OOCTY>KUBAaHUS), KOJI

(OpMBI JOKYMEHTA.

47.

PexBu3uT HammeHOBaHHUE opraHnu3ann, HAWUMCHOBAHUC CTPYKTYPHOIO

nmoApasaAcJICHUA, HAMMCHOBAHUC JOJDKHOCTH JIMIIA.

48.
49.
50.
51.
52.

PexBu3uT cripaBouHbIe JaHHBIE 00 OpraHU3AIMH.

PexBu3nT HanMEHOBaHKE BUIA TOKYMEHTA.

PexBu3nT nata 10KyMeHTa.

PexBu3UT perucTpaliliOHHBIN HOMEP JOKYMEHTA.

PexBU3UT cChUIKA HA PETUCTPALMOHHBIM HOMEP U JIaTy NOCTYITUBIIETO

JIOKYMEHTA.

53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBu3UT MecTo cocTaBiieHus (M31aHusI) TOKYMEHTA.
PexBu3ut rpud orpaHnyeHus 1OCTyNa K JOKyMEHTY.
PexBusut agpecar.

PexBusut rpud yTBepKICHHS TOKYMEHTA.

PexBU3HUT 3arojg0BOK K TEKCTY.

PexkBHU3HUT TEKCT TOKYMEHTA.

PexBU3UT OTMETKA O IPUIIOKEHUH.

PexBu3uT rpud cormacoBaHus TOKYMEHTA.

PekBusur Bu3a.

PekBU3UT MOAIUCK.

PexBu3UT 0TMETKA 00 3JIEKTPOHHOM MOITHUCH.
PekBusur neyars.

PexBu3nT 0TMETKA 00 UCITOTHUTEIE.

PexBu3uT 0TMETKA O 3aBEPEHUU KOIIHH.

PexBU3UT OTMETKA O MOCTYIUICHUH IOKYMEHTA.
PexBusut pesomronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBuU3uT OTMETKA O HAIIpaBICHUU JOKYMEHTA B JI€JIO.



